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Chapter 14 - Foreign Travel Information System (FTIS)

1 Introduction

The Foreign Travel/Passport Information System (FTIS) contains information related to foreign
travel to attend international meeting(s), work-related foreign travel for both ARS employees and non
ARS travelers when ARS is paying. In addition, it contains information related to passport tracking,
passport accountability and trip reports. FTIS is the agencies planning, management, tracking and
approval system.

All travel for ARS employees to attend international meetings and all work-related ARS foreign travel
must be entered into the Foreign Travel System for review and approval.

To enter the FTIS system, from the main ARIS splash Screen, select the FTIS icon (fig. 1), FTIS
subsystem (fig. 2).
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Record: 11

Figure 1 ARIS Main Splash Screen

& Agricultural Research Service - ARS
"'5_5-‘»‘«' <unural Researcn ... “ation System (ARIS) - Active
g Active Status Work PagllsportAccountability Reference Tables Reports Help

ACTIVE: All records that have been completed and approved.
STATUS: All records that are currently in process, at any level.
WORK: All working records that have not been released for processing from your work file.

FTIS

Figure 2 FTIS Subsystem



2 Foreign Travel Records

2.1 Enteringa New Trip

From the FTIS main menu, select “Work” and “Foreign Travel Records” from the menu bar (fig. 3). The
list screen will be displayed (fig. 4).

Passport Tracking

Figure 3 Work/Foreign Travel Records

Current work records will be displayed on list screen. To add a new trip, select the “Add Trip” button (fig.
4).
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Figure 4 List Screen

A blank Travel Information screen will be displayed (fig. 5).
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Figure 5 Blank add Trip screen

Enter all information on the Travel Info screen. The traveler’s name
must be selected by clicking on the ARS or Non ARS button. A query  ARS Non ARS
screen is displayed (fig. 6).
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Figure 6 Traveler Name Search

Scroll down the list to find the correct traveler or search for the employee by using the “Find” option
(eg. %adams%). Once the employee is located, highlight the individual and select “OK”. The system
will automatically insert the traveler’s mode code and passport number.

Unpopulated fields with an * are mandatory, such as traveler’s title, phone number, duty station,
project number, search by selecting the question mark (?), and accounting code.

Optional fields include Location Priority, Area Priority and Comments. Comments that are pertinent
to travel and/or helpful to the approving official should be entered in detail. More information is

better than less.

Note: For more information on each data entry field, see “General Helpful Information” section 7.



When data entry is complete, click in the “Trip Legs” screen and the Trip Leg List screen will be displayed

(fig. 7).
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This screen will populate information
automatically from the “Add Leg” entries.

Figure 7 Trip Legs Screen

TO add a leg, select the “Add Leg” button at the bottom of the screen and a Leg screen will be displayed

(fig. 8).
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Figure 8 Add Leg Screen

Use of the (?), displays a drop down menu; you must use the List of Values (LOV) to choose the data.
Once in the LOV, highlight the correct option, and select OK.

Trip Leg Details Purpose Section International Meeting Section
Leg Code A-Z Purpose Select (7) Intl Meeting No Select (7)
Travel Year April 1-March 31 Fund Source Select (7) Title Pre-populated
Primary Purpose | Yor N Purpose Free form text Begin Date Pre-populated
City Free form text Est. Agency Cost | Enter $ amount End Date Pre-populated
Country Select (7) Contrib Organ Free form text
Begin Date Enter date Organization Type Select (7)
End Date Enter Date Funds Contributed Free form text
Duration Auto Populate Est. Leg Cost Free form text

Action

AorD




Unpopulated fields with an * are mandatory. Once saved the added leg is displayed on the “Trip

Legs” screen (fig. 12).
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Figure 12 Completed Trip leg details screen

When all legs are added, click on the “OSEC Data” button on the “Trip Legs” screen to add required
information and save prior to moving to other screens (fig. 13). OSEC information must be entered for

each leg by selecting the OSEC Data button.
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Figure 13 Saved Legs

Selecting the OSEC Data button will display the OSEC Details Screen. Enter the Role of Traveler and the

Benefit to USDA and select “Save” (Note: The Report Name/Number is “grayed out’

completed by TRSB when submitted to OSEC for consideration) (fig. 14).

"and will be
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EEnter Role }
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Enter Benefit

Save Cancel |

Figure 14 OSEC Roles and Benefits

Role of Traveler

The role of the traveler should specifically state the tasks and/or responsibilities of the traveler as
they relate to the individual leg of the trip.

Sufficient Response:
Technical expert on agricultural international collaborations between the US and Pakistan

Insufficient Response:
Attending conference

Benefit to USDA

The benefit to USDA must be clearly stated and concise. Simply being invited to attend an event is
not sufficient; the justification must indicate how the travel or attendance at a meeting or
conference will specifically benefit the mission of the Agency and USDA. Simply stating that the
trip ties in to a USDA or ARS priority is not sufficient. There needs to be an explanation of how the
trip ties into the priority and how it provides a benefit under that priority.

Sufficient Response:

One of the challenges in current mass spectrometry (MS)-based proteomics field is the rapid
development cycle for new analytical tools and associated technologies. Developing and
implementing the relevant technologies and skills become increasingly important to those involved
with applying proteomics techniques in agricultural research. By attending this meeting, I will have
the opportunity to facilitate the exchange of scientific ideas, knowledge and information to promote
the application of proteomic. The meeting is an excellent forum for evaluating the latest
technology because all the major mass spectrometry vendors and proteomics software supplies will
present their latest development.

Insufficient Response:

The travel will benefit both USDA and ARS because it ties to REE Priority 4, Global Food Security.



Once all required OSEC information has been entered for the leg click the “Save” button.
If additional legs are required for the trip, select the “Add Leg” button for each additional leg, and include

the OSEC information for each leg (fig. 15).
@

Leg Begin Date
[x |os/z0/2000

End Date
[08/22/2000 [MONTREAL

City / Country of Travel

Report HameMumber |Fvy10-TEST1

Role of Traveler

CANADA

test role

Benefit to USDA

test benefit

— -

Cance

[Save button

)

Figure 15 save OSEC Data

Incorrect legs can be removed by highlighting the incorrect leg and select “Delete Leg” (use caution when
deleting a Leg). For changes, highlight the leg on the List screen and select the “Details” button. The Leg
screen will be displayed. Modify as necessary and select “Save.” Entry of the Trip is now complete (fig.

16).
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Figure 16 Delete Leg

A confirmation window will be displayed (fig. 17), select “Yes” to delete the leg or “Cancel” if leg was chosen in error.
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Figure 17 Delete Leg Confirmations

2.2 Late Justification Letter

All trips MUST be entered and approved in FTIS at least 45 days prior to the trip departure date. In the

event that a situation arises where a last minute request necessitates foreign travel within a 45-day
window, only the following two exceptions will be considered:

1. The inviting organization changes the schedule of a planned meeting/conference, or
2. An emerging issue related to an REE or USDA priority requires unanticipated foreign travel.

A justification letter from the Agency Administrator (or designee) or, for ARS, the Area Director or HQ
Office/Staff Director, as applicable, is required for all travel within 45 days that meet these exceptions.

The justification must clearly state the reason for the short notice. This letter must then be attached to
the FTIS record by selecting the “Add Memo” button.

e Ensure that a copy of the SIGNED Late Justification letter has been saved to your computer.

e Suggested naming convention is: Travelers last name/country of travel /departure
date/justification letter. Ex:SMITH-ITALY-8.28.10-JUSTIFICATION

Once your Foreign Travel Record has been created to include all legs and OSEC data, select the “List”
screen, to display your current trip(s).

Select the “Upload Memo” button to open the add record screen (fig. 18).
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\/ Upload Memo

Figure 18 Justification Memo L (Justification)

Select the “Browse” button to locate and upload the late justification letter from your computer (fig. 19).

Travel Document

Seq No Ftis

File Name

ate [

Description

Save & Exit Cancel

Browse for your

saved justification

memo

Figure 19 Browse for Justification Memo

You will receive a confirmation that the file has uploaded successfully and the file will be displayed. Add

a description and select “Save & Exit” (fig. 20).

o e T A A A A

Travel Document
SeqNoFtis |0917547
File Name [nppas-Ttaly §9.28.10 late | Browse
Date |g5,/27/2010

Description |

Save your uploaded
record Save & Exit Cancel

Figure 20 Confirmation of successful upload
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2.3 Approving Foreign Travel

To approve a foreign trip, highlight the trip requiring approval from the List screen and select the
Signatures screen. The Approval screen will be displayed (fig. 21).

&) ARIS - Agricultural Research Information System o | &8
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1 & )0 %G dr»IQF &2

%.B.‘,I.S Foreign Travel Records :
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;a..—'—* Traveler |HORDLUND DONALD A BeginDate [ps/195/z002  EndDate [05/23/2002 Year 2002

List TravelInfo ~ TripLegs  Signatures

New Section

Hare{Last,First, M Suffix) Date App | Disapp Comments
Reasearch Leader [ ] I [ | (] r 8 Comments
COLDDAD | | [T rr r8
Password
areadirector | 2| [ (L rr r
Headquarters
NPL 21 | [ ] rr g
ONPDA fAdmin | 2]/ | | [ N |
Administrator | 2] | 0 o o
Trsg 17654 2 [EGGERT DIANE . rr w. B
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Figure 21 Approval Page/Comments

e ForRL, CD/LD/DAD signature, enter the last name, first name, and middle initial. The date will
auto populate when the signature is added, select approve/disapproved.

e For Area signatures, enter the appropriate signature code and date, select approved or
disapproved. A password is required for Area Director Signatures.

A “Comments” box is now available for additional comments to be entered by the approving official. A
check mark next to the Comments button on the Signatures Screen indicates that the approver at that
level has entered a comment. If TRSB returns a trip to the area for any reason, a comment will be entered
on the Signatures Screen (see 1.3.1).

(NOTE: Follow your Area process for approval of foreign travel).

Once signature is entered, to save select “Record” and “Save” or the Save Icon.

2.3.1 Entering Comments

Each signature level has the ability to enter comments into FTIS. Select the “Comments” button (next
to your level) to display the Signature Remarks window (fig. 22).
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Figure 22 Add Comments

A signature Remarks window will be displayed, enter comments as necessary and select “Save” (fig.23).

-‘.?__Q TRSB Remarks

Signature Remarks

"Enter cormments here.

_ Swe | ) Close |

Figure 23 Signature Remarks
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2.3.2 Viewing Comments
To view comments select the “Comments” button (fig. 24).
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Figure 24 Comments available to view

The comments will be displayed in the TRSB Remarks window. Once comments have been read, select
“Close” (fig. 25).

"8 TRSB Remarks

Signature Remarks

"Benefit to USDA"™ statement iz insufficient, please correct
and resubmit.

Trip departure date is within 45days. Please upload a Late
Justification memo signed by the AD (or edquivalent) and

resubmit.

Close

Figure 25 Viewed Comments

2.4 OSEC Approval Reports

Each level has the ability to run a report that includes OSEC data in FTIS awaiting submission to TRSB for
OSEC approval.

Select “Work” and “OSEC Reporting” (fig. 26).
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Record. 111

Figure 26 OSEC Reporting

All records viewable at your level will display. Mark the records ready for approval. Once the records are

marked select “Prints”, “Extract to Excel” (fig. 27).
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Figure 27 Records awaiting approval

The report will be displayed in Excel (displaying in the OSEC submission format), remember changes to a
report in excel will not update in FTIS, if changes are required, please make the change in FTIS and rerun

the report (fig.28).
/\
BEGIN DATE OF END DATE OF INTERNATIONAL
TRIP ID NO REA | TRAVELER NAME(S) ROLE OF EACH TRAVELER MEETING NAME
TRAVELER TRAVELER MEETING NO

Ne——_ —
9916298 MSA |LOVANH, NANH C Will work with collaborators at the | September 9, 2010 | September 14, 2010
9916298 MSA |LOVANH, NANH C September 5, 2010 | September 8, 2010
9916312 MSA |SIGNA, DONNA F August 25, 2010 August 28, 2010
9916312 MSA |SIGNA, DONNA F August 11, 2010 August 25, 2010
9916312 MSA |SIGNA, DONNA F To make contact with test people August 1,2010 August 6, 2010 1 9TH WORLD
9916309 MSA |LOVANH, NANH C Presenter - "Zipadee Doo Dah" July 31, 2010 August 3, 2010 1 9TH WORLD
9916296 MSA |LOUGHRIN, JOHN H Presenter - "The ABC's of Animal July 31, 2010 August 7, 2010 1 9TH WORLD
9916295 MSA [DAVIS JR, KENNETH B |Presenter - "ABCD of Animal July 31, 2010 August 7, 2010 1 9TH WORLD

Figure 28 Sample Report
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NOTE: The OSEC report displays each leg of the trip on an individual line, connected by the “Trip ID
No/Sequence Number”.

TRSB obtains all information for the OSEC submission from the “Trip Leg” fields of Area Approved FTIS
Foreign Travel Records. Therefore it is critical that ALL information entered in FTIS be as complete and
accurate as possible.

The following fields are extracted from the FTIS records to create the OSEC report.

VVVVVYVYYVYYYVY

Begin Date

End Date

City/Country

Purpose Narrative (800 characters)
Estimated Agency Cost
International Meeting # and Name
Contributing Organization

Funds Contributed $ amount

Role of Traveler (100 characters)
Benefit to USDA (800 characters)

2.5 “Status” Updates for OSEC Approval

There are various submission levels in regard to Foreign Travel. This information can be viewed under
“Status”, “Foreign Travel Records” (fig. 29).

RL Level Original point of entry and/or waiting approval by RL

CD/LD/DAD Original point of entry and/or waiting on approval by CD/LD/DAD
Area Waiting approval by Area Director

NPS level Original point of entry for NPS and/or waiting on approval by HQ
TRSB Approved through Area or HQ Admin and waiting on submittal to OSEC
TRSB Sent to OSEC-Collected by TRSB to send to OSEC for consideration
Approved Approved by OSEC in FTIS, will move to the Active file overnight

|| ARIS - Agricultural Research Information System C=niE X

\RIS) - Active
ountability Reference Tables Reports Help

Figure 29 Status Query for Submission Level
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All records in FTIS to include submission level (status) will be displayed. (fig. 27).

{5

Eile Edt Action Record Prints Help
% 2

| & e

4 40 K

All FTIS Records

Foreign Travel Records

End Date [0B/10/2010

[Fasid vy
|| B Traveler [poLSTER

CARL

List | Travelinfo | TripLegs  Signatures

H Begin Date |07,/21/2010 Trawvel Year (2010

Submission Level

are displayed. L Traveler's Name(Last,First) Tlml'l'l. Bagin Date ) End Date | ﬂ.mliwdt.a Submission Level Mamo
[BoLsTER [carL [zo10 [07/31/2010 [08/10/2010 [64[45[05[00 [Approved -
 [s16MR [ponwn  |zo10 [osso1/2010 [oe/28/2010 [64[0z (5000 [Area Level " *
I InDAMS [ponaLD [2010 [05/30/2010 [06/05/2010 [64[02[10[00 [Area Level v -
r [neens [ramED [zoo08 [08/23/2008 [09/04/2008 (6402 (1500 [Area Level v -
~ [LousHRIN __ [J0HN * [z010 [07/31/2010 [08/07/2010 [64(45[05[00 [Area Level r
r Icook |kmeerLy | [2010 [06/18/2010 [06/26/2010 [64[45[05/00 [Area Level v+
r Ipavis ar [xENNETH [zo10 [07/31/2010 [08/07/2010 (64023500 [Area Level r®
r ILovaNH [wanE " [zo10 [07/31/2010 [08/03/2010 [64(45(05(00 [Area Level I=
™ JLOVARH [1nn [2010 [09/05/2010 [09/14/2010 [64[d5[05[00 [Area Level o
 [ARIAS DE ARE[RENEE [z010 [06/20/2010 [06/25/2010 [64[02[50[00 [Area Level r*
I InBBAS [raMED [2006 [07/29/2006 [08/02/2006 [64[02[15[00 [Area Level =
r Is1sTant [karRMAT " [zo10 [o8/15/2z010 [08/21/2010 [64(45(05/00 [TRSE-Sent to osEC W [®
Record: 112 «08C»

To determine the status or Submission Level of your travelers, select “Status”, “Query Screen” (fig. 28).
el

Figure 27 All Travelers in FTIS

|£ | ARIS - Agricultural Research Information System

€ P B 7
__B_JI_! Mark All Records Foreign Travel Records End Date [08/02/2006
aiig 11 —
Clear All Records HAMED K Begin Date [17/28/2006 Travel Year (2006
List | Travellnfo  Trip Legs  Signatures
Travelers Name(LastFirs) | Travel Yr | Begin Date | EndDate | Modecode Submission Level | Memo |
ABBAS HAMED 2006 |07/29/2006 [08/02/2006 |64)|02|15|00 Area Level I Ji=
T |ABBAS HAMED 2008 |08/23/2008 |09/04/2008 |64|02 (15|00 |Area Level [+
T [ADAMS DONALD 2010 |05/30/2010 |06/05/2010 |64|02 (10|00 |Area Level v [+
" JARIAS DE ARE |RENEE 2010 |06/20/2010 [06/25/2010 (64|02 (50|00 |Rrea Level r =
™ |BCLSTER CARL 2010 |07/31/2010 |08/10/2010 |64|45(05(00 Approved r (=
T leook KIMBERLY 2010 |06/18/2010 |06/26/2010 |64|45|05(|00 |Area Level v [+
I JDAVIS JR KENNETH 2010 |07/31/2010 [08/07/2010 64|02 (35|00 Rrea Level r =
™ |LOUGHRIN JOHN 2010 |(07/31/2010 |08/07/2010 |64|45|05|00 |Area Level |
I JLOVANH HANH 2010 |07/31/2010 [08/03/2010 |64]45|05|00 Area Level r [+
\||™ JLovANH HENH 2010 |09/05/2010 |09/14/2010 |64|45(05/00 Area Level C =
e ls1eNA DONNA 2010 |08/01/2010 |08/28/2010 |64|02 (50|00 |Area Level v [+
™ |STSTANI KRRAMAT 2010 [08/15/2010 [08/21/2010 [64[45[05[00 [TRSE-sent to osEC B #|5
Record: 112 =08C>

Figure 28 Active/Query Screen

You can query for an individual traveler, or for a period of time. If searching for a travel period enter into

the “Begin Date” field the date of travel you are looking for (ex. 6/1/10:12/31/10) and enter (fig. 29).
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:| ARIS - Agricultural Research Information System

o) |
Eile Edit Query Prints Help |
| & DRl ? |

ARIS

[aregd 04 Foreign Travel Records

o c—

Guery

Traveler Name |
(L ast, First, M, Suffix)

Traveler's Tile
Begin Duty Station
Begin Date |06/01/2010:12

The list of travelers matching your query and their Status/Submission level will be displayed (fig. 30).

Primary Country |
Modecade |54
Locatian Priority
Accounting Code
Tatal ARS Cost |
User Created
User Last Mad |
Remarks |

Record: 11

Action Code [ New

Travel Year |

7

Project No [

ARS | Non ARS

Submission Level

Total Conrib Cost|

«Q5C>

Ccancel [ Revision
Duration
End Date |

Passport Number | 2
Area Priority

Total Trip Cost|

Date Created

Date Last Mod

Figure 29 Query Screen

|£:] ARIS - Agricultural Research Information System =B PY
@
Eile Edit Action Record Prints Help
S8l adarpiFip?l
E..B;l.g Foreign Travel Records End Date |08/10/2010
g 43
L) Traveler [BOLSTER CARL H Begin Date |07/31/2010 Travel Year |[2010
List | Travellnfo Trip Legs  Signatures
Traveler's Name(LastFirst) | | Travel Yr | Begin Date | EndDate | Modecode Submission Level | | Memo |
I JBOLSTER CARL 2010 |07/31/2010 |08/10/2010 |64(45/05|00 |Approved =
IRREFETY DONNA 2010 |08/01/2010 |08/28/2010 |64|02 (50|00 |area Level e
" pAvIs JR KENNETH z010 |07/31/2010 |08/07/2010 |A4|02 (35|00 |Area Level r ﬂ
I JLOUGHRIN JOHN 2010 |07/31/2010 |08/07/2010 |64(45|05|00 |Area Level r ﬂ
I JLoVANH HANH 2010 |07/31/2010 |08/03/2010 |64(45(05/00 |area Level - [=]
™ JLOVANH NANH 2010 |08/05/2010 |0%/14/2010 |A4[45|05|00 |Area Level r ﬂ
I |xRIAS DE ARE RENEE 2010 |06/20/2010 |06/25/2010 |64|02 (50|00 |Area Level =
I |coor KIMBERLY 2010 |06/18/2010 [06/26/2010 |64[45(05(00 |area Level v [*]
r [SISTANT KARAMAT 2010 |08/15/2010 |08/21/2010 |A4[45|05|00 |TREE-Hent to OSEC W ﬂ
r | LTE
Il [ ] r
r | [ L =
Reord: 118 <05C>

1

Figure 30 Returned query

2.6 Returned Records from TRSB

TRSB will notify the Area Transportation Assistant via e-mail to include an attachment of the FTIS
Foreign trip record. Once received the ATA must access the record via “Work” and display the comments

on the signature page.

2.7 Modifications

2.7.1 Work Trip/Leg Data
From the Foreign Travel Work List Screen, highlight the trip to be modified.
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For general modifications, such as travel year, accounting codes, or comments, select the Travel Info

screen and the Travel Info screen will be displayed. Make any necessary modifications and select the List

screen to return to the List screen.

The system will prompt you to save changes. Select OK and changes will save.

For necessary modifications to trip legs, from the List screen highlight the trip to be modified and select
the Trip Legs tab. The Trip Legs List screen will be displayed. Highlight the Leg to be modified and select

the Details button.

Make the necessary modifications and select the Save button. The system will save the changes and
return you to the Leg List screen.

Once all necessary modifications are complete, follow your Area process for approval.

2.7.2 Active Trip/Leg Data
To modify an Active Trip (trip previously approved), a work record must be created.

» o«

Select “Active”, “Foreign Travel Records” (fig. 31) from the main FTIS screen.

& Agricultural Research Ser E]@

'Eg ricultural Research Infol

G Status Work Passport Account ence Tables Reports Help

Passport Tracking

Record: 111

Figure 31 Modification of Active Record

Enter the information on the query screen to obtain the trip that requires modification, once all data is
entered, select the Execute Query icon and a listing will be displayed for all trips that meet the search
criteria (fig. 32).
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|4 | ARIS - Agricultural Research Information System o |[& |8

@

Eile Edit Action Becord Prints Hel

S8 a4 m ?

%glﬁ - Foreign Travel Records —
et L Toavaler [ARLEY ROLE L BeginDate [11/07/1995 EndDate [11/13/1995 year (1995

List | Travellnfo | TripLegs | Signatures

Travelers Name(Last,First, M) Trd ¥r  Begin Date End Date Modecode Total Cost  Prom Cury

I AALBU [RoLE (1995 [11/07/1995[11/13/1995 [62 [40[05 [oo [ 937 [cs r |mE
™ AALTONEN __ [RONALD [2003 [08/10/200308/17/2003 [ 3,003 [ca T @
I RALTONEN [RowaLD 2001 [07/06/2001f07/14/2001 3,300 [as [ ¥
I ARSE 7 1993 [06/14/1993[06/19/1993 | 614 [ca T =
™ ABEAS [HAMED 2009 [09/08/2009(09/12/2009 | 3,500 [y T @
I ABEAS [HrMED 2008 [08/23/2008[09/04/2008 8,560 (1T T [#
I REBAS [HaMED l1999 [10/26/1990(11/01/1095 (5 5,000 loa [ %
I REBAS [HaMED l1998 [10/26/1998(11/02/1098 3,500 X [ %
I~ .ABEAS [HamED [1998 [08/08/1998(08/17/1998 4,700 [sp © &
I RBBAS [HamED 1997 [11/15/1997(11/22,/1997 [6 4,000 [En T %
I REBAS [HaMED 1006 [06/23/1006[06/30,/1996 |6 [ 3,000 [oa T [
I AEBAS [ramED [1996 [11/02/1996[11/08/1996 [64 0220 (05 | 3,000 [oa [
Record: 177

Figure 32 Modification of Active Record Query Screen

Once the listing is displayed, mark the trip to be modified, select “Action” and “Create Work Record” from

the toolbar (fig. 33).

FTIS will prompt you to confirm request “Do you want to continue creating work records?” (fig. 34).

Select “Yes” and a FTIS window acknowledgement of “Marked Record Processing is Complete” will

display.

ARIS - Agricultural Research Information System

File Edit
& | € Query Screen » Il 2

Record Prints Help

Foreign Travel Records

Cancel Trip Travel
HAMED K Begin Date [08/23/2008  End Date [09/04/2008 year 2008

Wark All Records

USt oo al Recorss |25 | Signatures
Traveler’s Name(LastFirstMl) | TrvlYr | BeginDate | EndDate |  Modecode Total Cost | Prm Cuy |

I RALBU ROLF 1995 [11/07/1995(11/13/1995 (62 [40[0a [00 937 [cs | T &
I AALTONEN RONALD 2003 [08/10/2003[08/17/2003 [62 [35[15 ][00 3,003 [ca T %
™ AALTONEN RONALD 2001 [07/06/2001(07/14/2001 [62 [35]15 00 3,300 [as T 4
™ ARSE 3 1993 [06/14/1993(06/19/1993 (54 [36(05 00 614 [ca T =

I RBBAS HAMED 2009 [09/08/2008(09/12/2009 [64 [02[15]00 3,500 U T %
¥ RBBAS HAMED 2008 [08/23/2008[09/04/2008 |64 [02[15][00 5,560 [T T #|
I ABBAS HAMED (1999 [10/26/1999(11,/01/1999 |64 [0z [z0[00 5,000 (1A T %
I RBBAS HAMED 1996 [10/26/1998(11/02/1998 (64 (022000 3,600 [mx %
I RBEAS HAMED 1996 [08/08/1998(08/17/1998 (64|02 (2000 4,700 [0 4]
I REERS HRMED 1997 [11/15/1897(11/22/1987 64|02 (2000 4,000 [EN =%
I ABEAS HAMED (1096 [06/23/1896(06/30/1986 [64[0z[20]0s 3,000 o T %
™ ABERS HAMED 11996 [L1/02/1596[11/08/1956 |64 0z[z0]05 3,000 (A C 3.

Record: 67

1 >

Figure 33 Create Work Record
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|| ARIS - Agricultural Research Information System
i ar RIS) - Ack

(o e]Es=]

ultural F Informatio
Eile Edit Action Record Erints Help
ISR RN L1 A

‘Ql Foreign Travel Records i
: | Traveler AEEAS HAMED K | BeginDats 08/23/2008] EndDsts 05/04/2008) year 2008 |

st [Trawellio | TrpLegs | |Signaures.

| Travelor's NameilastFistM)  TovlYr  BeginDate  End Date . TowlCost  Prm Ciy
(] AALEU |roLE fiomnan e S 937 | [cs | O (%=
[ ARLTONEN RONALD ca | O (%
[ AALTONEN ___[RONALD as |0 [+
[ ARSE JE] ESE=N)
[ ABEBAS HAMED au | O [+
4 RBBAS |HAMED IT |0 (% o
(.} . aesing ia

v Traven ENl=h | Marked Record Processing is complete
[ ABBAS |HAMED e e e 3 roc O [
[ ABEAS HAMED 1998 | 08/08/1998|08/17/1998 qunszn 4 so | O [
[ ABERS HAMED |1997 11/15/1997(11/22/1997| 64/02|20]00 4,000 | [EN | O [
[ ABBAS |HrMED |1996 (06/23/1996/06/30/1996  64/02|2005 | 3,000 | [pA | O [#
[ HBBAS |rmED 1996 11/02/1996/11/08/1996 64|02|20]05 3,000 | [aa | O WS @

You have selected 1 record(s) for Processing.
Fiecond 877
T D)

Figure 34 Create Work Record Confirmation

Upon confirmation that the “Work” record is created, exit out of Active and select “Work” and “Foreign
Travel Records” (Fig. 35).

h Informa e

Passport Accountability Reference Tables Reports Help

Passport Tracking

FTIS

' Record: 141 [ | | |

Figure 35 Work/Foreign Travel Records

All records currently at your level will be displayed on the “List” Screen (fig. 36).
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| ARIS - Agricultural Research Information System (o=@ =]
=

Eile Edit Action Record Brints Help

AN A R ARSI

-_H_LS Foreign Travel Records
i I8 ) Travel
Traveler [RERAS HAMED K Begin Date [08,/23,/2008  End Date [09/04/2008) > [2008
List \ Travel Info TripLegs  Signatures
Traveler's Name(LastFirstM) | TrviYr | BeginDate |  EndDate |  Modecode | Prst| AcCd | ADLTR
T JnBEAS HRMED 2008 [08/23/2008 [09/04/2008 [64[0z 1500 [v|  [R o H|E
I Japams DONALD 2010 (05/30/2010 |06/05/2010 |64(02 |10 (00 |¥ u ~. 3
= | [ ] [ . [=
=] [ [ Ll
ol 1 [ 0
= | (1 [ |
= | [] [ |
=l [ ] [ I
il [ [ L1
[l 1 [ 0
=] [ ] [ s
= | [ ] [ L1 5
Add Trip Delete Trip Multiple Approval Add AD Memo Delete AD Memo
Record: 172 «0SC>

1 ¥

Figure 36 List Display

The requested record will be displayed (Fig. 37). Highlight the record to be modified, and go to the
Travel Info, Trip Legs or Signature screen to make modifications as necessary.

B ARIS - Agricultural Research Information System

‘1,“ Agricultural Researnch Information Sys m (ARIS) - YWork
Eile Edit Action Becord Erints Help
S8 I = Bl 4 4 » B [ ZES § 21

ﬁs Foreign Travel Records
E." =¥ yrauster [sTOETZEL THMANYA 6 BeginDate [03/24/1591 EndDate [04/06/1991 -:,::el (1991
List Trawelinfo || Trip Legs  Signatures
Travolor's Hame . Action Code will
(Last,First,MLSuffix) |STOETZEL HANYA [B] ARS  Mon Gow't | “Travel Year 1951 y o
Begin Date [0/ 24,1591 End Date [02/06/ 1531 Change to ReVlSlon
*Title [RESEARCH ENTONOLOGIST Phone [301-344-3168 puration [0014 Of Trip"
*Duty Station [FELTSVILLE, HD Action Code [ Revision of Trip <
Modecode [12 [75[41 00 (2] *Project No (1275 [22000 (046 (00D (2]
*Accounting Code (101 [1275[141 Location Priority (0000 Area Priority [0000
TotslARSCost | 2,000 TotalContribCost | O Total Cost §2,000
Passport No. |000000000 (4|
Comments —

Note: shaded areas pull information from
various fields; you may have to modify a field
on a different screen to allow updates to the
shaded sections.

Record: 11

Figure 37 Modification of “Active” record in “Work”

Enter comments pertaining to the change, make modifications and route the record for “Approval” as
normal.

2.8 Cancellations

To cancel an approved Foreign Travel Record, select “Active”, “Foreign Travel Records” from the main
FTIS screen (Fig. 38)
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S’:& ARIS - Agricultural Research Information System
- — ——

ultur h Inform ive

Eile | Status Work PassportAccountability Reference Tables Reports Help

| Eoreign Travel Records
Trip Report
Passport Tracking O

Record: 141 [ 2o |

Figure 38 Active, Foreign Travel Records

A query screen is auto displayed. Enter the necessary information to obtain the trip that requires
cancellation (fig. 39). Once all data is entered, select the Execute Query icon.

| ] ARIS - Agricultural Research Information System - - =lal
[ Agricultural Research nformation System (ARIS) - Active
Eile Edit Query Eri
1S Foreign Travel Records
L2 Traveter | Begin Date | End Date | ;:‘:81 [
Query |
u:::‘::“".‘:mlsmsu [PRINT [ [ ARS | Mo ARS
Travalers Titla | Action| [ Wew [ Cancel I Revision
Duty Station | Traval Year | Duration |
BaginDate | EndDae|
Primary Country | 7] Passport Humber| 7]
Modecode 12 | | | ] Project Ho | | [ | | 2]
Location Priority Area Priority
Accounting Code ,—,—,—
TolARS Cost| Total Conuib Cost| Total TipCost|
Usor Croated | Date Created |
UserlastMod | Date Last Mod |
Remarks |
Record: 111

Figure 39 Query Screen

A list will be display with all trips that meet the search criteria. Mark the trip to be cancelled and select
“Action”, “Cancel Trip” from the toolbar (fig. 40).



i
Bagin Date [07,/29/2006  End Date [08/02/2006 ygar (2006
EndDate | Modecode | | Total Cost | Prm Chy |

~ _ABEAS HRMED 2006 [07/28/2006(08/02/2006 [64(02[15 [o0 2,000 [can r =S

I~ _ABBAS HRMED Z006& |09/27/2006|09/30/2006 |64 02|15 |00 2.000 T 2'

I .ABBRS HRMED z002 |07/13/2002|07/20/2002 |64 |02 |15 |00 3,000 e T !l

I~ .ABBAS HRMED 2002 |01/31/2003|02/08/2003 |64 02|15 |00 4,900 Nz :l_

I~ ABERS HRMED 1997 |11/15/1997(11/22/1997 |64 |02 |20 (00 4,000 EN 2'

I .ABBAS HRMED 1598 |08/0B/1998|08/17/1998 |64 |0Z |20 |00 4,700 sp I 2'

I~ ABERS HRMED 1998 |10/26/1998(11/02/1998 |64 (02|20 (00 3,500 oz T 2]

I .ABBAS HRMED 1599 |10/26/199%9|11/01/1999 |64 |0Z |20 |00 5,000 gn T 2'

I ABEAS HAMED 1999 [p2/04/2000(02/11/2000 |64 (02 [00 [00 2,500 [ca =)

I .ABBAS HRMED 1599 |09/13,/199%|08,/17/1999 |64 |0Z |00 |00 2,300 Fr 2'

™ ABBAS HAMED 1999 [08/06/199%(08/12/1999 |64 (0200 00 2,500 [ca ¢ =]

I _ABBAS HAMED 1996 [11/02/1996[11/08/1996 |64 [02[20 05 3,000 [on ©C =S

Racond: 47
] [ D)

Figure 40 Query Display Screen

The cancel trip will create a new work record and a confirmation screen will display. Select YES (Fig. 41)

@ ARIS - Agricultural Research Information System

h Information

gricultural R
File Edit Action Record Prints Help

SoE 1 A4y by

ARIS Foreign Travel Records
WAl () Travel
==—— Traveler [AERRS HEMED |k | BeginDate [07/29/2006  End Date 08/02/2006 year 2006 |
s Teelio Trpleos  Signares.
| Traveler's Name (LastFirs,Ml) BeginDate  EndDate  Modecode  Total Cost  Prm Cuy
|4 ABBAS HAMED oo tontonndloalaalecTonl 2,000 E O
[ aBBAS HAMED Ir |0
[] ABBAS HAMED x| O
L .nBEAS HAMED |wz_ | O
L) ABBAS HAMED En |0
[] ABBAS HAMED 5D O
L .ABEAS HAMED x| L
L) ABBAS HAMED e . - 5,000 | Ja [
[ ABBAS HAMED 1999 | 02/04/2000/02/11/2000 64|02|00|00 2,500 | cA | [
[ ABBRS HAMED 1999 09/13/1999/09/17/1899 &4/02/00/00 2,300 | FR | m)
[].nBRRS HAMED 1959 | 08/06/1959|08/12/1899 a4|02/00)00 2,500 | ca | ]
[ ABBAS HAMED 1996 11/02/1996/11/08/1996 64|0Z|20|05 3,000 | Ja | O
You have selected 1 record(s} for Processing.

(Remvd 47 [ J

@i | D

Figure 41 Cancel/Create new work record confirmation

Exit out of Active.
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Select “Work” and “Foreign Travel Records” to access the record (fig. 42).

& aRis - Agricultural Research Information System
cultura
Eile Active Status

| Passport Tracking

Record: 1/1 | | [ [

Figure 42 Cancelled Record moved to “Work”

Query or select the work record to be cancelled (fig. 43)

RIS - Agricultural Research Inform: \E’E
nfor

File Edit Action Record Prints Help

S8 1z g ARG 2

C < Foreign Travel Records

Traveler (AREAS HAMED K| BeginDate [07/29/2006  EndDate [08/02/2006 yoor (2006
lst | Travelinfo | TrieLess | Signatures|
Traveler's Name(LastFistMl) | TrviYr | BeginDate | EndDate | Modecode | PriSt| ActCd | ADLTR

¥ JABEAS HAMED 2006 (07/29/2006 [08/02/2006 [64[0z [15 00 [v | [c] romE

I JaBERS HAMED 2008 [08/23/2008 [09/04/2008 (64021500 [v R L

I Japams DCNALD 2010 [05/30/2010 [06/05/2010 (64021000 [¥ ] V. (=]

- B B O

- O O eEg

r - O s

w B B m. =4

w B B ==

r - O e

L] =. [0

- .1

O 1 "By

Add Trip Delete Trip Multiple Approval Add AD Mema Delete AD Memo |

( |
Record: 173 =] | =08C=
e [ D

Figure 43 Select Cancelled Record



Select the Travel Info screen (fig. 44)

& AriS Agricultural Research Information System

Fi};ure 44 Cancelled Record

"eR Agricultural Research Inform Work
Eile Edit Action Record Prints Help
1S D = &l 4 4 v p I SF P2
éﬂl_ Foreign Travel Records _—
'p'_;;.'.'il-:-"- Traveler [HELLING [cHARLES 5 BeginDate [04/01/1991 EndDate [04/05/1991 vr::e [191
List Travelinfo | TripLegs | Signatures - .
: Action Code is now
Trsrelons HaTe [ETIEERE  [cmamiEs |5 | ARS| Mon Gow't | Travel Year [1951
= ' e changed to “Cancel
Begin Date [04,/01/1991 End Date [04/05/1991 g
“Title [SOIL SCIENTIST *Phone [301-344-3537 puration 0005 days
“Duty Station [BELTSVILLE, MD Action Code | “ancel Trip =
modecode |12 75 [47 [00 (2] *Project Mo [0500 (00008 [003 0o b (2]
“Accounting Code [101 [1275[147 Location Priority (0000 Area Priority [0000
Total ARS Cost 0 Total Contrib Cost 1,800 TotsiCost| 91,800
Passport Ho. (000000000 2]
Comments [
Record: 11 “08C>

Enter Comments pertaining to cancellation and route record for “Approval” as normal, once approved the

trip is confirmed cancelled.

NOTE: Records selected in “Active” for modification or cancellations are not committed until approved
through all levels. If you have selected a record in error, from the “List” screen, you can delete the trip

and it will remove ONLY the modification/cancellation request it will not delete the “Active” original Trip

record.
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3 Trip Reports

In order to add a Trip Report, from the FTIS main screen, select “Work” and “Trip Report” from the

toolbar (fig. 45).

& Agricultural Research Service - ARS

'z_él Agricultural Research Information System (ARIS) - Active

Passport Accountability Reference Tables Reports Help

File Active Status
Eoreign Travel Records
Trip Report
Passport Tracking

FTIS

Record: 11

Figure 45 New Trip Report

The Foreign Travel Trip Reports List screen will be displayed. Trip Reports already created (at your
level) will be displayed (fig. 46). Select “Action/Query” or the Query Icon to search for a specific trip
report already in process.

& Agricultural Research Service - ARS

T zultural h Informa
File Edit Action Record Reports Prints Help
S8 00 = Bl 4« B IEHFH 2]

E%lﬁ Fareign Travel Trip Reports EndDate [04/0/2000
e
- — Traveler |AEBOTT

[aupITH [+ startpate [03/25/z000 Travel Year |1999

List [ Trip Report  Signatures
Traveler's Hame(Last,First,Ml) | Travel ¥r | Begin Date | EndDate | PrmCtry | Actual Cost | Prist |
i""[aBBOTT [aUDITH [a" [1395 [paszs/z2000 [n4/08/2000 15 0w
I |BaLIGAR [VIRUPAX [ lz008 [pasi3/zo08 [0as25/2008  [PE 3,899 N
r [carTa Ly [£7 [zo08 [07/13/2008 [07/18/2008  [as 1,672 W
[ [carTa Ly [£7 [z008 [0as06/z008 [04/11/2008 TR 3,748 | [N
[~ |CHAMEY |RUFUS [ [zoo8 [p7/13/2009 (0771772009  (mx 2,829 N
[~ |CHITWOOD |DAVID [s7 lzo08 [p7/13/2008 [07/18/2008  [as 2,184 [N
[ |CHITWOOD |DAVID [77 lz008 [11/24/2008 [11/29/2008 (R 3,444 N
r [cHITHOOD [DavID [17 [z008 [pasoesz008 [n4s11/2008 [UR 3,773 [N
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Figure 46 Add Trip Report

For all NEW trip reports, select “Add Trip Rpt”. The “Add Trip Rpt” option opens a query screen (fig. 47).
NOTE: Only trips that do not have a trip report in process will be displayed. Select the traveler/trip and OK.
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Figure 47 Traveler/Trip Search

Enter the trip report information by directly typing in the space provided or copy/paste into the space. In
addition, the Actual Cost of the trip should be entered. When complete, save (fig. 48).
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Figure 48 Enter Trip Report

Once saved, select the List Screen.

The new trip report is now on the list, and the “Trip Report” and “Signatures” screens are displayed.
Select the “Signatures” screen and enter the name(s) of the approving individuals, save.

In order to print the Trip Report, select “Prints” and “Trip Report” from the toolbar (fig. 49). Adobe
Acrobat will automatically display the Trip Report. To print, select the Printer icon.
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Figure 49 Print Trip Report

4 Passport Tracking

Once a trip has been approved in the Foreign Travel system, FTIS auto creates the Passport Tracking
record; this module will be used to monitor the flow of paperwork required to process requests for
official passports, visas, and country clearances.

All users of the Foreign Travel system are able to view the information in the Passport Tracking System
to check the status of their passports and clearances, records in process will be viewed from the Status
screen, completed records can be viewed from the Active Screen.

Only Area level and TRSB personnel can enter data into the Passport Tracking record.

4.1 Query via Work, Status or Active

From the FTIS main screen, select “Work” and “Passport Tracking” (fig. 50)
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Figure 50 Passport Tracking

Record; 1/1

The Passport Tracking List screen will be displayed (fig. 51).

Query Icon
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Figure 51 Passport List
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To find a particular traveler or passport record, select the Query icon and a query screen will be

displayed (fig. 52).
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Figure 52 Query Screen

Enter the search criteria and select Execute. The system will be displayed all records that meet the
criteria (fig. 53).
Note: Search criteria may be name, mode code, country ect.
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Figure 53 Display Screen

To view the tracking information, select the box to the left of the name and select “Passport Info”. The
Passport Tracking record will be displayed (fig. 54/55).
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Figure 54 Tracking information
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Figure 55 Completed Passport Tracking Record in Active

4.2 Adding a Record to “Work”

FTIS will allow you to add a record to Passport Tracking, however, the Passport tracking record is
created when a Foreign Travel Record is created and approved. Missing passport tracking records may
be the result of unapproved Foreign Travel Records. There should not be a need to add a new Passport

Tracking record, however if required: Choose “Add Passport Tracking” from the Passport Tracking
Records page (fig. 56)
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Figure 56 Add new record
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Choose the “?” after the traveler’s name to conduct a name search, a “Personnel Reference” search page
will be displayed (fig. 57)
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Figure 57 Name Search

Type in the traveler’s last name by the”%” and select “Find” a similar name list will be displayed, to
search for first and last name use the % between the names Smith%]ohn. Once identified select “OK,”

(Fig. 58)
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Figure 58 New Tracking Record

Record tracking of actions is required;

1. The Area will enter the date of when the AD-121 was sent to HQ (TRSB).

2. Once information has been completed and saved FTIS will auto forward the record to TRSB or
choose “Action” and “Release to TRSB.”

3. Once released to TRSB, TRSB will update the record accordingly; each entry when updated must
be saved.

4. Records will route to the “Active” file when “Action completed & Released to Traveler” is entered
and the record saved.

The system will automatically enter the traveler’s name and mode code. Complete all required and
optional fields and save the record by selecting “Record” from the drop down menu and “Save”, or select
the save icon.

Once saved, a confirmation message will be displayed indicating the “transaction has been completed and
one record has been saved”. When ready forward the record to TRSB for processing by selecting “Action”
from the drop down menu and “Release to TRSB.” Only TRSB will have the capability to update the
record accordingly.

5 Passport Accountability Records

Passport Accountability Records is used to track official passports for ARS and NIFA (CSREES), ERS and
NASS have their own in Agency Tracking system. Since all REE Agencies retain their own passports, a
tracking system is required by the Foreign Agriculture Service (FAS), International Travel Section (ITS).
FAS, ITS allows REE agencies to retain passports instead of returning them to ITS.

Maintenance of Passport Accountability is at the TRSB Level only.

From the main FTIS main, choose “Passport Accountability.” Select the appropriate agency from the drop
down menu (ARS, NIFA (CSREES) (fig 59).
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Figure 59 Passport Accountability
5.1 Query for a specific Passport or Traveler

5.1.1 ARS

Enter Passport number or query by Name % once the query items are selected select “Query/Execute”
(Fig. 60). Or query a record by choosing the (?) after the Name field. (note: only ARS displays the name
query icon (7))
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Figure 60 Passport Accountability query

Records that match your query will be displayed (Fig. 61)
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Figure 61 Name List

It is the Area office’s responsibility to ensure that all Passport Accountability records are current and up
to date. Notify TRSB of any passport record which require the following action:

Deletion of old expired or duplicate passport records
Deletion of passport records for individuals no longer with the Agency
Updating of existing records with new passport numbers and expiration dates

The Passport Custodian has the capability to update the “Passport Status” field (Fig. 62)
Ensure Passport Status location is current

Passport Custodian will show Passport Status as sent to HQ when appropriate
TRSB will update this field identifying the location while the passport is in process

o -
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Figure 62 Passport Status
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5.1.2 NIFA (CSREES)

Enter Passport number or query by Name; once the search criteria are entered select “Query/Execute”
(fig. 63).
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Figure 63 Passport Accountability query

Passports matching your query will be displayed (fig. 64).
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Figure 64 Name List

The NIFA Travel Office has TRSB level access and will update their passports as required to include:
Ensuring that all Passport Accountability records are current and up to date
Deletion of old expired or duplicate passport records
Deletion of passport records for individuals no longer with the Agency
Updating of existing records with new passport numbers and expiration dates
Ensure Passport Status location is current (Fig. 65)
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Figure 65 Passport Status

5.2 Display/Print
To obtain a list of all passports in your area of responsibility choose “Passport Accountability” and
Agency (fig. 66)

Reference Tahles Reports Help

Record: 111

Figure 66

Enter to display ALL passports under your view, to limit the display search by Mode Code or Name. Once

your search data has been entered select “Query/Execute” or the Execute Icon (Fig. 67).
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Figure 67 Query Search by Mode code

All data matching your query will be displayed (fig. 68)
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[~ [sz0z675535  [CARRION [RavHoND [ [o3/07/2013 [Traveler
I [s01z56647 [COMNELL |aLam [7 [07/2z9/2004  [Fza
[~ |aoos15949 [cook |kErMIETH [=T [pasz9/1999 [Fsa
I~ [a01443548 [GREENE |FRANE [T [o8/05/2006  |Retention Office
[ |ezosa1zas [HATS |HENRY [ [03/30/2014 [Headquarters
" |sz03s6599 ) |HUGHES |WILLTAM [a] [pB/17/2013  |irea office
" |so1116953  [JONES |porALD [E] [p4s19/2003  |Fsa
[" |az0394887 |NEWTON |REV TN [c] |1z/07/2013  |Headgquarters
[~ |s01555389  |THOMPSON |MICHAEL [w [ [o7/z5/2007  |Fsa
" |sz0sz20637  |WELKER |LovIs s |[ps/30/2014  |Headquarters
| [ [ 1 [ [ Z
Add Passport ‘ Delete Passport |
Recard: 1/11 . <08C=

Figure 68 Passport Listing

To print/display, all items select “Action/Mark all records” for individual selection choose the Passport
record by selecting the box to the left of the name (fig. 69), “Prints” will open up a new print window
allowing you to print as normal.



Create Receipt

S qouenSceen | W 4 b B EE B 2

Print or Display

e |[BAREY |[PATRICE

Passport Accountahility Records

6] Passport No [520450085

D

Passport Ho | Traveler's Hame(Last, First,MI,Suffix) | Expiration Date ‘ Passport Status |
I [szoes0085  [BaRRY [PaTRICE G [ [06/23/2014 [Headgquarters
I [sznz67553  [carrIon |RavHonD [ [03/07/2013  [Traveler
" |soiz56647  [COMNELL |aLam [F ] |o7/29/2004  [Fsh
" |sooais9as [cook |RErMETH [s] [paszo/ 1900 [Fea
I |so1443848 |GREENE |FRANE [c] |os/05/2006  |Retention Cffice
" |szo4aa1z48 [HAYS |HEMRY [ [ |o3/30/2014  |Headguartera
" |sz0356509  |[HUGHES [wILLIAN [a] [o2/17/2013  |Area Office
[" |a0i116953  |JOMES |poaLD [6] |o4/19/2003  |Fai
I |szo394887 |NEWTOM |REVIN [c] |12/07/2013  |Headguartera
[ |eoi555389  [THOMPSON |MIcHAEL [w ] [o7/25/2007  [F3a
[ |sz0520637 |WELKER |Lou1s [ |os/30/2014  |Headguarters
| \ [ LT [ [ =)

Record: 1411

Add Passport |

Delete Passport |

=08C=

Figure 69 Mark all Records

5.2.1 Print Options-Sample Reports

Report by Area

03/02/2010

Agricultural Research Service

Agricultural Research Information System

Foreign Travel Information System
Passport Report by Area

Page: 1

ADMINISTRATIVE AND FINANCIAL MANAGEMENT

Trans Date Expire Date Status

Passport Mum Holder
820480085 BARRY PATRICE G
801443848 GREENE FRANE C
820356599 HUGHES WILLIAM A
820520637 WELEER LOUIS S
801256647 CONNELL ALRN F
820394887 NEWTON EEVIN C

ADMINISTRATIVE AND FINANCIAL MANAGEMENT

06/26/2005 D&6/23/2014 Headgquarters

05/18/2007 08/05/2006 Retention Office

08/25/20D08 08/17/2013 Area Office
10/06/200% D9/30/2014 Headgquarters
05/18/2007 07/29/2004 Fsa
10/06/2009 12/07/2013 Headgquarters

Trans Date Fupire Nate Status

Passport Num

Passport Num Holder
800815949 COOK. EENNETH S
801116953 JONES DONALD B
820267553 CARRION RAYMOND WV

ADMINISTRATIVE MANAGEMENT

Holder

05/18/2007 D8B/29/1999 FSA
05/18/2007 04/19/2003 FsSa
03/11/2008 03/07/2013 Traveler

Trans Date Expire Date Status
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Traveler Passport

03/02/2010

Agricultural Research Service
Agricultural Research Information System
Foreign Travel Information System
Official Passport Accountability

Page: 1

Passport Holder: BARRY PATRICE G
Status of the Passport Headquarters
Passport Number: 820480085
Passport Location:

Project Return Date:

ModeCode: Description:

0318-01-00 ADMINISTRATIVE AND FINANCIAL MANAGEMENT
FACILITIES DIVISION
OFFICE OF DIRECTOR

Remarks:

Passport Holder: CARRION RAYMOND V
Status of the Passport Traveler

Passport Number: 820267553
Passport Location:

Project Return Date:

ModeCode: Description:

D31E-10-15 ADMINISTRATIVE AND FINANCIAT MANAGEMENT
FACILITIES DIVISION
FACILITIES ENGINEERING BRANCH

Agency: ARS

Expiration Date: 06/23/2014
Limit Date:

Issue Date: D6/24/2009

Agency: ARS

Expiration Date: 03/07/2013
Limit Date:

Issue Date: 03/08/2008

Create Receipt

03,/02/2010 Agricultural Research Service

Passport Accountability Receipt

Passport Holder: BARRY PATRICE G
Passport Number: 820480085
Status of the Passport Headquarters

ModeCode: Description:

031E8-01-00 ADMINISTRATIVE AND FINANCIAT, MANAGEMENT
FACTILITIES DIVISION
OFFICE OF DIRECTOR

Signature: Date:

Agricultural Research Information System
Foreign Travel Information System

Page:

Agency: ARS

Expiration Date: 06/23/2014
Limit Date:

Issue Date: 06/24/2009

6 FTIS Reference Tables

Three Reference tables are available for use in the Foreign Travel Information System - “Non-Gov’t

” o«

Travelers tables”, “Country” and “International Meeting Records” (fig. 70).

NOTE: Individuals who are no longer employed by ARS and are travelling on behalf of ARS must have a

profile created in the “Non-Gov’t Travelers Table”, if an employee has left ARS do not use the profile

which may still display under the employee search option.
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- & ARIS - Agricultural Research Information System

"7 Agricultural Research Information Sys Ive

File Active Status Work PassportAccountability CEICHMENEREES Reports Help
4 Non-Govt Travelers Tahle
Country

International Meeting Records

Record: 141

Figure 70 Reference Tables

6.1 Non-Gov't Travelers Table

Entry of new individual traveler information is available at every level, check with your Area Office to
determine permissions for creation of new Non-Gov’t Traveler Records. Notify TRSB for records that are
identified as Obsolete.

6.1.1 New Traveler Record

Used for travelers who do not have a profile in the FTIS system. Creating a profile allows entry of Foreign
Travel Records and Trip Reports for Non-Gov’t Traveler.

Select “Action/Query Screen” to search for Travelers Name. (Fig. 71)

Eile Edit Record Help

“Add Traveler Record”

ca | i GQuervScreen | 4 4 b B (T ER
R s Mark All Records
T 18] Clear Al Records Non-Gov't Traveler Records
!
List || Details
Hame(Last,First,M|,Suffix} | Status | Status Date |
|_| [Rapon-3TI[ | |rotive |01/z0/2004 (=
[ |aBBOTT [svpiTH (2 | lactive |o4/27/2005
[ |apanms [auLzan [ [active [o8/17/2005
[~ [aFzaL [mumanmap [ | [active [11/29/2005
™ [aganpa [ABDUL [rea [active [06/08/2004
[ |aEmEMEDOV [BakmvT | | |rotive [pz/06/2003
[ [agmna [BaBT [ [retive [o8/10/2006
[ [ALEERTSCM  [amMM [l [rctive [0s/07/2004
™ [aLLsoPP [MIKE [T [active [0z2/14/2003
I |aLLwoon [sTaMLEY [L [ |active [11/z2/2008
[ |ARAGOH lcapLos | | |aetive |06/02/2004
[ [arTTS [Davip [ [petive [oz2/12/2008 |+
Add Traveler Record | Obsolete Traveler Record |
e
=08C=

Figure 71 Query Screen

If traveler does not display, select “Add Traveler Record” to create new profile.
Traveler information is minimum, enter Name and Social Security Number, select save. (fig. 72)
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& ARis - Agricultural Research Information System

%8 Agricultural 1 Informati

File Edit Action Record Help
I AR I N RGN )
RIS
Tl ind Non-Gov't Traveler Records Save Icon
List  Details |
*Hame [ \ [ \ [
(Honorific,Last,First,Middle, Suffix)
*SEH
Status Code
Status Date [03/03/2010
User Created | Date Created
User Last Mod | Date Last Mod
Record: 111 =08C=

Figure 72 Create new Non-Gov't Traveler profile

6.1.2 Obsolete Profiles

Travel Profiles which are no longer required may have their “Status Code” changed to Obsolete (obsolete,
profiles will not display when queried by name, however a query on “Status Obsolete” will be displayed
all obsolete profiles) (fig. 73/74).

Only TRSB has the authority to convert an Active profile to Obsolete, please notify TRSB of any Non-Gov’t
profile changes.

& ARIS - Agricultural Research Information System

(7

mile Edit acton Eecore o Details
@ LB s 4 | )
RIS
Tedatd Non-Gov't Employee Records
List [ ails
Hame(LastFirst,MlSuffix) | Status | Status Date |
I [PapILHEL [TERZInEHA | | [active [o3/08/2010 (<)
" |POWELL |REX [ |aotive |o7/0z/2009
T [zcnc [erozan [ | [active [os/30/2009
™ |[vEmMER [ToDD e [active |os/z9/z2008
I [vico [TVanL [l [ictive [o4/08/2008
[ [WATERHOUSE [aMDREW L | [active [oz/27/2008
[ MICEOLS-RICHSHAROW (M | [active |oz/z27/2008 ObSOIete Traveler
™ [arTIS [DaviD [l [active [0z/12/2008
I |svcInura [TakasHI | | |aotive |oz/07/2008 Record
[ |GUSTAFSCH  |DEECRAH (B | |aotive |o1/z9/2008
[ |SHARKEY [sosEpE (R [ |aotive lo1/z3/2008
I |wITa [10sEFE & | [active [10/31
Add Traveler Record ‘ Obsolete Traveler Rec
Record: 1/2 =08C=

"Figure 73 Obsolete Records
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A Agricultural Research Information 5
File Edit Action Record Help

G CM a4 4 r B E e

ERI
‘ Py r§ Non-Gov't Employee Records

List  Details |

*Hame [ [PowELL [rEX L
{Honorific,Last,First,Middle, Suffix)

*55H |306-44-1499

Status Code from
Details Screen status ol

Status Da

User Created |CANDICE LEVIN Date Created |07/02/2003
User Last Mod [CANDICE LEVIN Date Last Mod |07/02/2002

Record: 141 =05C=

Figure 74 Details Screen

6.2 International Meeting Records

Calendar
FTIS utilizes a rule based calendar beginning on April 1st and ending on March 31st For example travel in
February 2010 is identified as travel year 2009, since April will be the beginning of the 2010 travel year.

The ARS travel office (TRSB) will enter into FTIS all International Meeting numbers, if the meeting you
are attending is not listed, please contact TRSB.

To display the current listing of international meetings, select “Reference Tables” and “International
Meeting Records” from the main FTIS screen. (fig. 75)

eports Help
MNon-Gov't Travelers Tahle

International Meeting Records

Record: 111

Figure 75 International Meeting Records

The International Meeting Tables will be displayed (fig. 76).
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& aRis - Agricultural Research Information System

"73! il a rch Informati

File Edit Action Record Reports Prints Help

P e R R T T R )
‘ E;;BQ!‘% International Meeting Records
List | Details
YearMitg Ho | Country/Meeting Hame | Begin Date | End Date | Reqd Appl Ho. Attd‘
T o |otea [cHINa [0o/14/2008 [09/18/2008 [0 0000 (-]
THE 7TH INTERMATIONAL SYMPOSIUM ON PLANT-30IL INTERACTIONS AT LOW PH |*
=
r 0 (0307 [AUSTRALIA loa/o3/z006 [Do/06/2006 i 0000
4TH AUSTRALASIAN SOILEORNE DISEASE SYMPOSIUN +]
=
r 0 0376 [MEXICO [11/17/z008 [11/13/2008 7] oooo

GUAVA STMPOSIUM

Add Meeting Obsolete Meeting

Record: 1/? =05C*

Figure 76 Listing of International Meetings

To search for a specific meeting, country or year, select the Query icon or “Action/Query” and a Query
screen will be displayed. (fig 77)

1 & ARIS - Agricultural Research Information System

File Edit Query Reports Prints Help

@ 8D &R J

L L

o il International Meeting Records

‘ RIS

ety l

Meeting Ho | Trip Year | Status | Active T
Country &

City |

Meeting Hame |

Begin Meeting Date | Ending Meeting Date |

Humber of Attendees ‘

Should Trips having this Meeting be Approved by NP5 l:l Status Date |

Record: 141 =05C=

Figure 77 Country Search Italy
A Country search of “Italy%” will be displayed all International Meetings held in Italy (fig 78).

Note: Itis recommended that the wildcard (%) be used for all country search requests.



2 ARIS - Agricultural Research Information System EJEI o5

File Edit Action Record Reports Prints Help

@ £ izl 4 4 v B & B

‘ Ega ] International Meeting Records

List Deetails

End Date Reqd App  Ho. Attd

Maln Fleld EUCARFIL, FODDER SECTION, 1391 ANNUAL MEETINGS =
Screen(s) =
[ |iz21 |1s0z [1TALY |10/18/1991 [10/18/1991 i o001
INSTITUTICHAL INMOVATICHS FOR SUSTAINAELE AGRICULTURAL =
DEVELOPMENT: INTO THE 213T CENTURY Bl
[ 1991|1810 [TTany [o6/10/1991 |06/ 1371991 i 0000
WOREING GROUF CM PSUDCHONLS SYRINGAE FATHOVARES, 4TH =
INTERNATICHAL ~]
-
Add Meeting Obsolete Meeting
Recaord: 172 =05C=

Flgure 78 Returned display

International Meeting Tables may be displayed by ascending or descending order by selecting the main
field screens. For the most recent meetings in Italy select “Year/Mtg No” for the total number of
attendees select the “No. Attd” screen, to change the order select the heading a second time.

6.3 Country Tables

Country Table records provide the most recent information on Passport and Visa requirements along
with general embassy information for the country you intend to visit.

(Note: The Country Table information is updated when new information is obtained from FAS/ITS,
please be aware that processing time is an estimation, an Embassy may change their processing # of days
without notice, and what may have taken 2 days to obtain may now require 5 days)

FAS provides a website for both Visa Requirements and Visa Application Forms and may be accessed via
the Country Table “Details” tab.

To view the Country Table, from main FTIS menu, select “Reference Tables" “Country" (fig. 79).

& Agrlcullural Research Service - ARS

'El Agricultural Res
Eile Active Status Work Passport Accountabi Reports Help
MNon-Gov't Travelers Table

Country

International Meeting Records

Record: 1/1

Figure 79 Country
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The Country Records Tables listing will be displayed (fig. 80).

& ARIS - Agricultural Research Information System

File Edit Action Eecord Reports PrmtsHelp
\//&lc:JJﬁI?@[ PP IEE
. j;aﬁ‘ «\—n/
Action/Query ‘ E \CW\LQuery Icon j
Screen List | Detsls  Details(Cont)
Official Passport
Ctry Code | Description | Advisory | Passport| Sig Reqd |

7 [aa [aruBX I [r ) [
r  (ac | [awTIcUL [ [ [t

I [aF | [iFGHANIZTAN [¥] [ [7]

r |a [iLGERTA [¥] [t [t

™ [0 |AZEREAITEN iy [ [*

r [an | [aLEamIL [ [ EA
r  [am | [iRmMENILZ o [¥] [t Scroll Bar
I [aw [awpoRRA [ [t [t

I (a0 [aNGoLh iy [ [tr
(a0 [iMERICAN maMOL i [t i

I [ar [aRGENTINA [ [t [*

I (a5 [aUSTRALIA [ [ [ (=

Add Country Delete Country |
Record: 14?7 o =08C=

Figure 80 Country Listing

To query a specific country select either the “Query Icon” or “Action/Query Screen) or you may utilize the
scroll bar.

The Query Screen will be displayed (Fig. 81). Enter the Country of travel and select “Query/Execute” or
the “Execute Icon”.

" ARIS - Agricultural Research Information System

Eile Edit Query Reports Heln

@ RPD =z DRl e

Tarid 134 COUNTRY Records

Country W ‘ Advisory \:I

Official Passport lj
VISA INFORMATION

Required E Transit Required E Multiple Entries EI
Valid Application :I Passport Signed EI Number of Photos

Remarks |

CORRESPONDENCE INFORMATION

State Dept. Clearance Form \:I Invite Letter lj

MEDICAL INFORMATION

Innocutation Record [ 7] Innocutation Statoment 7]

Remarks |

Copy
Record: 111 <08C»

4l 'D

Figure 81 Query Screen

Items matching the query will be displayed (Italy (Fig. 82)).
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& ARIS - Agricultural Research Information System

=

File Edit Action Record Repors Prints Help
@ I Gl d 4 | HE )
‘ ,,‘5!‘% COUNTRY Records
Lst | Details Detalls(Cant.)
Official Passport
Ctry Code | Description Advisory | Passpnrtl Sig Reqd ‘
[T [rTany r [+ =
[ [ [ [
I [ [ [
LI I [ [ []
I [ [ [
I [ [ [
LI I [ [ []
I [ [ [
R [ [ [
LI I [ [ []
R [ [ [
I [ [ [ =
Add Country Delete Country |
Record: 171 =08C=
Figure 82 Italy Query

Country Record Details are available via two (2) display screens, select “Details” or “Details (Cont.) to
view information (Fig. 83/84).

& ARIS - Agricultural Research Information System
’;"gl Agricultural Informatio e
File Edit Action Record Reports Prints Help

SR G4 4P G

‘ ,Ql—g COUNTRY Records
List Detals | Details(Cant.)
Country 8 | [TTALY Advisory

i - AllPASSPORTS must be Signed \
grficlal Passport "\Vi5A INFORMATION “Connect to FAS"

Required Transit Required Multiple Entries _ Connecto FAS | . .
Walid Application E Passport Signed Humber of Photos E ‘/v.lll llnk y.ou to the
Visa requirements

and Visa Application
CORRESPOHDEHCE INFORMATION

St llep. Clearance Form il Letter web site supported

Innoculation Record MEDICAL INFORMATION : No - bV FAS/ITS- /

Remarks

Remarks | -5 15 required for temporary duty travel (TDY) is three months or

less. If TDY is longer, apply for permitc at the American Embassy and

A ED

al.|r

Record: 111 =08C=

Figure 83 Italy Details
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File Edit Action Record Reports Prints Help

@l € I Gl A4y PTE

Details Details(Cort.) |

Home Address
Religion
Mothe

Hame: Father

TDY Address (and} Phone #

COUNTRY Records

MISCELLAHEOUS INFORMATION
{Must be in remarks section on second and third copies only of AD-121)

Home Phone Humber
Hationality

Person(s) Visiting

Remarks

Work Days({approx.) to Obtain Visa

EMBASSY INFORMATION

A]r

office Hours [1000-1230 [H-u-F

|Cleed Tues & Thursday's

(vpe)

Remarks |3000 yhitehave Street, NW

Record: 111

Figure 84 Italy

6.4 Prints

There are two print choices “Print Listing” and “Detai
information (Fig. 85)

=08C=

Details (Cont)

Is Listing” both will be displayed the same

04/15/2010 Agricultural Rese.

arch Service Page: B

Agricultural Research Information System

Country / Visa Requi:

IT ITALY

oOfficial Passport: Yes
VISA

Required: No

Multiple Entries: No

Application:

Number of Photos: 0

Comments: No visa is required for temporary duty
TDY is longer, apply for permit at the
photo. The outgoing country clearance
telephone number for someone in the US
outgeing country clearance cable submi

CORRESPONDENCE

State Dept. Clearance Form:No
MEDICAL
Innoculation Record: 1O
Comments:
MISCELLANEOUS
(Must be in Comments section on the seco
Home Address: No
Religion: No
Name: Father: No
TDY Address: No
Comments:

EMBASSY

Work Days (approx.) to obtain Visa: Days

rements Listing

Advisory: No

All Passports MUST be Signed No

INFORMATION

Transit Required: No

Valid:
Passport Signed:

travel (TDY) is three months or less. If
American Embassy and provide cne

cable must include a contact name &

& Italy. Must receive a response from the
tted.

INFORMATION

Invite Letter: No

INFORMATION

Innoculation Statement:No

INFORMATION

nd and third copies only on AD-121)
Home Phone: No
Nationality:No
Mother: No Person(s) Visiting: No
Phone Numbers:No

INFORMATION

Figure 85 Country Print Display

7 Reports

There are three reports currently available in FTIS “International Meetings”, “Trip Leg Retrieval’

“Blank Forms”. (Fig. 86)

' and
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& aRis - Agricultural Research Information System

h Information

Eile Active Status Work PassportAccountability Reference Tables BSlliel Help

International Meetings  »
Trip Leg Retrieval
Blank Forms »

Record: 171 [ ool |

Figure 86 Report Menu

7.1 International Meetings

There are three reports available from International Meetings “Area Traveler”, “Country”, and “Meeting
Name” (fig. 87).

& ARis - Agricultural Research Information System

o] Agricultural Research Information System e

Eile Active Status Work PassportAccountahbility Reference Tables

Trip Leg Retrieval
Blank Forms

Area Traveler i
by Country
¥ by Meeting Name

Record: 1/1 | ol | |

Figure 87 International Meetings Menu

A search/query (?) icon is available on all report screens. Query’s may be open ended (all data), or you
may limit data by entering information into one or both of the query selection areas.

7.1.1 Area Traveler
A report may be run for ALL or by Mode Code (?) and/or Travel Year (fig 88).
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i ARIS - Agricultural Research Information System
@

File Active Status Work Passport Accountability Reference Tahles Reports Help

"8 International Meeting

By leaving the Mode (Area) Code blank, all Areas will be included.
By leaving theTravel Year hlank, all Travel Years will be included.

Enter ModeCode of the Area: ﬂ

Enter the Travel Year: SearCh ICOH

Run Report Cancel

Record: 141

Figure 88 Area Traveler Query

7.1.2 Country
A report may be run for ALL or by Country Code (?) and/or Travel Year (fig. 89)

"% International Meetin

By leaving the Country blank, all Countries will be included.
By leaving theTravel Year hlank, all Travel Years will be included.

Enter Country Code: 1‘ S
earch Icon j
Enter Travel Year: {

Run Report Cancel

Record: 111 .. | Listorvalu...

Figure 89 Country Query

7.1.3 Meeting Name /Number
A report may be run for ALL or by International Meeting Number (?) and/or Travel Year (fig. 90).
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&2 ARIS - Agricultural Research Information System

File Active Status Work PassportAccountability Beference Tables Reports Help

By leaving the Intl Meeting Code blank, all Meetings will be included.
By leaving theTravel Year blank, all Travel Years will be included.

Enter International Meeting Humber ﬂ

Enter Travel Year:

Run Report Cancel

Record: 141

Figure 90 Meeting Number Queries

7.2 Trip Leg Retrieval

Trip Leg Retrieval pulls data from Foreign Travel Records, however the display is limited.

% RS - Agricultural Research Information System

icultural Re 0
Eile Edit Action Record Prints Help
e R R U S0 laarpiggife?l
ARLS Fureign Travel Records T RIS Foreign Travel Records Travel
L Begin Date [04/10/2010  EndDate [04/158/2010 year (2010 T8 Traveter [aCEVEDO MARICELIS | BeginDate [04/10/2010  EndDate [02/15/2010 year 12010
LsT || Details et | Travelinio  Tripleps  Signatures
Traveler Hame | | BeginDate | EndDate | Prm Ctry
LCEVEDO MARTCELIS 04/10/z010 | |04/18/2010  [KENYTA ] Traveler's Hame(LastFirstMi) | Travel ¥r | BeginDate | EndDate | | Modecode Total Cost | Prm Ctry
ADEINS SCOTT T 05/16/2010  |05/22/2010  |TANZAWIA I [acEVEDD MARICELTS z010 (0471072010 [04/18/2010 (53660500 10,000 [KE =
" [ALLEN LINDSAY H 05/19/2010 | |05/23/2010 | [THAILAND I [apKINS SCOTT T (2010 [05/16/2010 [05/22/2010 (66180525 4,600 (T2
[ [aLva ASHOK E 04/10/2010  |04/10/2010  |SPAIN [ |ALLEN LINDSAY H (2010 (05/19/2010 |05/23/2010 |53|06(25)10 3,000 [TH
™ [aLwa asHOK K 03/31/2010 [04/10/2010  [sPAaIN ™ [aLva ASHOK K (zoio [03/31/z010 [04/10/2010 (53541000 -3,500 (3P
[ [ANDERSON WILLIAM F 03/12/2010 |03/20/2010  |[AUSTRALIL 1=} [ [ANDERSON WILLTAM F |zo10 [03/12/2010 (03/20/2010 [66|02 (35|00 805 |3
[ [passIL maHLL W 0s/z1/z010 | [08/28/2010  [PORTDGAL I [passIL NAHLA v [zo1o [o8/z1/z01d [08/28/2010 [53[s&[15]00 z,500  [Po
" [BECNEL JAMES J 07/08/2010  [07/16/2010  [TURKEY I [BECHEL JAMES 7 2010 [07/08/2010 [07/16/2010 (66(15(10[20 5,500 [TU
[" |BERNIER ULRICH R 05/07/2010  |05/10/2010  |EGYPT ™ [BERHIER ULRICH R 2010 |05/07/2010 [05/28/2010 [66[15(10(z0 6,261  |EG
" [BERNIER ULRICH R 05/11/2010 [05/23/2010  [EGYPT I [BERRANG MARK E [zoio [os/0z/z010 [05/08/z2010 (661205 [os 5,000 [PO
" [BERNIER ULRICH R 05/24/2010  [05/28/2010  [EGYPT [~ [BESTELMEYER |ERANDON T [z010 [04/18/z010 [05/02/2010 (62351500 4,553 [AR
[ |BERRANG MIRE E 05/02/2010 05/08/2010 PORTUGAL > [ [BROUN MICHAEL i 2010 |03/01/2010 |03/27/2010 |62 |16(05|10 4,427 CH
™ [BULL CAROLEE T (2010 [05/30/2010 [06/12/2010 (53050500 5,500 [FR =
Recard: 1/2 (RSB I

Trip Leg Retrieval Active-Foreign Travel Record

Travelers Name Travelers Name
Begin Date Travel Year

End Date Begin Date
Primary Country End Date

Mode code

Total cost
Primary Country
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73 Agricultural Research Infarm
File Edit Action Record Pri

7.3 Blank Forms

S LA Ay byl 2 )
Bl_§ Foreign Travel Records Travel
E""‘j___'” [ Begin Date [03/08/2000  EndDate (03/11/2000 year 1333
LIST | Details|
Traveler |STERN NORMAN J Modecode |6612-05-05 Leg Code B
Leg Begin Date |03 /08 /2000 End Date|03/11/2000 Duration |2 Primary Purpose |TES

City |REYRIAVICEK

Purpose |Support ARS Besearch Program

Country |ICELAND

Funding |Reimbursement,s from other Federal Agencies

Narrative| T WEET WITH THE MINISTRY OF HEALTH AND SOCIAL
SECURITY REGARDING CAMPYLOBACTER INFECTICHS To HELP

4

Intl Meeting | [

Intl Meeting Dates | \

Total Trip Costs 3,000
Actual Posted Cost o

Overall Travel Dates |03.f08/2000 |DE/11IZDDD

Record: 141

Trip Leg - Details

» o«

There are three blank forms available from Reports, “Foreign Travel Records”, “Trip Report”, and

“Passport Tracking”.

8 General Helpful Information

Field

Travel Information Input Requirements

Traveler’s Name*

Must be chosen by using the List of Values (LOV).

Travel Year*

Enter the 4 digit FMD Travel Year (April 2010 thru March 2010 would be
entered as 2010)

Title*

Enter the traveler’s position title.

Mode Code*

Choose the traveler’s mode code from the LOV. Once the mode code is chosen,
the duty station will be filled in by the system based on the mode code.

Phone Number*

Enter the phone number, including area code of the traveler.

Location Priority

Enter a 4-digit Location designated priority number. The priority MUST be
unique within the Travel Year and Location. Example, priority 1 would be
entered 0001. This is only entered for International Meetings.

Area Priority

Enter a 4-digit Area designated priority number. The priority MUST be unique
within the Travel Year and Area. Example, priority 1 would be entered as 0001.
This is only entered for International Meetings.

Accounting Code

Enter the primary accounting code that will be paying ARS travel costs. Must
be a 10-digit number.

ARS Project No.*

Enter the primary CRIS project. You must select the project from the LOV.

Comments Enter desired information or information required by your Area and/or
Location.

Field Leg Input Requirements

Leg Code Enter a single alpha code for each leg of the trip. Leg “A” must be the first stop

on a trip and additional stops should be entered in alphabetical sequence.
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Primary Purpose

If the current leg is the Primary Purpose of the trip, choose Yes. Only one leg of
each trip can be designated as the primary purpose. All other legs, choose No.

City

Enter the name of the city being traveled to on this leg.
Country Choose the country from the LOV.

Leg Begin Date*

Enter Date (mm/dd/yyyy) insert full year 2010 not 10

Leg End Date*

Enter Date (mm/dd/yyyy) insert full year 2010 not 10

Duration

Duration is system calculated.

Purpose *

Choose the purpose of travel from the LOV.

Fund Source*

Choose the source of travel funds from the LOV.

Purpose Narrative*

Enter a narrative for the purpose of travel (ex. Traveling to the Blue Fly
meeting in Germany to present paper entitled “Hog Cholera” by J.Stetka).

DO NOT USE ACRONYMS

Estimated Agency
Cost

Enter the estimated cost to ARS (in whole dollars) for this leg of the trip.

International Meeting

Choose the International Meeting Number from the LOV. The International
Meeting number should only be entered if Purpose of Travel is Presenting Paper
at International Meeting or Attending International Meeting.

If purpose is anything other than these two codes, the system will not allow an
International meeting number. The meeting must be in the Country designated
on the Leg record. (Note: If an international meeting number has not yet been
assigned, contact your ATA or the Travel Office).

Contributing
Organization

Enter the name of the Contributing Organization. Abbreviations may be used.

Organization Type

Choose from the LOV the Contributing Organization Type.

Funds Contributed

Enter the amount of funds contributed (in whole dollars) for this leg of the trip.

Est. Leg Cost

Generated by the system and cannot be modified.

Action Type

Select A or D to indicate if the leg is approved or disapproved

Field

OSEC Input Requirements

Role of Traveler*

The role of the traveler should specifically state the tasks and/or
responsibilities of the traveler as they relate to the individual leg of the trip

Benefit to USDA*

The benefit to USDA must be clearly stated and concise. Simply being
invited to attend an event is not sufficient; the justification must indicate
how the travel or attendance at a meeting or conference will specifically
benefit the mission of the Agency and USDA. Simply stating that the trip
ties in to a USDA or ARS priority is not sufficient. There needs to be an
explanation of how the trip ties into the priority and how it provides a
benefit under that priority.

Note: * indicates a required field.

Query Symbol

Meaning and Use

: (colon)

Range/Between: Used as a separator between the start and end values in a
range. Can be used for all data types, including dates. (Example -
10/1/01:9/30/02 retrieves all records with values on or between the two
dates)

; (semicolon)

Or: Used as a separator in a list of query items in a single line, i.e.
potato;tomato. Retrieves all records with potato or tomato. Note: A line
cannot end with a semicolon, i.e. tomato;potato;
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! (exclamation
point)

But Not: Used to narrow query criteria, i.e. A:X!E;U queries for all projects A
(active) through X (expired) but not E (terminated) or U (unfunded). Note:
Cannot be used in every searchable field.

% (percent)

Note: It is always
preferable to use
the % at the end of
every query string.

Used as a “wildcard” to broaden query criteria. The % is used before,
after, or before and after the query string.
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